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BACKGROUND

The Aids Contract Preauditor coordinates review of all aids contracts. The
Bureau of Fiscal Services (BFS) shall conplete review of pre-contract packets
inten (10) or fewer working days. |In some circunstances, pre-contract packet
review nust be conpleted in fewer than ten (10) worki ng days.

PCLI CY

Di visions requesting a pre-contract packet reviewin | ess than the standard
processing tine should provide a brief justification with the packet. Wen a
pre-contract packet review is needed within 24 hours of subm ssion, the packet
shoul d include justification and the Division of Managenent Services (DVD)

Adm ni strator's approval

PROCEDURE
A For rush processing of pre-contract packets.
1. Notice of the pending need for rush processing should be given to
the Aids Contract Preauditor as nuch in advance as possible.
2. VWhen the pre-contract packet is sent to BFS, a brief justification
for rush processing should be attached.
3. The Preauditor will review the justification and reconmend to the

BFS CARS Unit Supervisor "rush" or "not-rush" processing.

4. The BFS CARS Unit Supervisor shall notify the requesting division
and the Aids Contract Preauditor how the pre-contract packet wl|l
be processed.

5. Pre-contract packets approved for rush processing shall be
processed as listed in procedures A. 6. through A 10. bel ow
Appeal s of rush requests that are not approved shall be to the BFS
CARS Unit Supervisor and the Assistant Director, BFS. Packets for
whi ch rush processing was requested, but not approved, shall be
processed as a normal pre-contract packet. The packet SHOULD NOT
BE DELAYED or returned to the requesting division pending
di scussi on or appeals.
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If a decision is made to process a packet on a rush basis after
the review has been started, the Aids Contract Preauditor shal

| ocate the packet and take necessary steps to conplete the revi ew
on a rush basis.

6. The Preauditor shall wite RUSH in large red letters at the top of
the internal routing formused in BFS.

7. The Aids Contract Preauditor will deliver the packet to the Chief
of the Program & Federal Accounting Section, BFS.

8. The Aids Contract Preauditor will notify appropriate BFS staff of
t he pendi ng rush request.

9. Rush pre-contract packets will be reviewed before regul ar packets.

10. Wen the review of the packet is conpleted in BFS, the Aids
Contract Preauditor will call the division's liaison to pick up
t he packet.

B. For rush processing of pre-contract packets within 24 hours.

1. Advance notice should be given to the Aids Contract Preauditor.

2. The contracting division should wal k the pre-contract packet to
the BFS Aids Contract Preauditor. The required justificationand
the DM5 Administrator's signature nust be attached. Packets
wi thout the DMS Administrator's approval will be processed as
described in A above, pending receipt of the DMS Admi nistrator's
approval .

3. The pre-contract packet then will be wal ked through the BFS revi ew
by the Aids Contract Preauditor.

4. Once conpleted, the Aids Contract Preauditor will call the
contracting division's liaison to pick up the pre-contract packet.

5. BFS staff will discuss any corrections with the division's
Iiaison.

6. Because of the problens generally associated withcontracts which

requi re one day turn-around, the requesting division should
identify the nane and phone nunmber of the person able to respond
to any questions or issues. That person should be readily

avail abl e during the review peri od.

CONTACT PERSON

Li sa Dodge

Al ds Contract Preauditor

BFS Processing Section, CARS Unit
(608) 267-7775



